Correcting CONUS COLA

Introduction

In Range vs.
Out-of-Range

Timing

Content

This guide provides the procedures for Correcting CONUS COLA
transactions in Direct Access. This includes changes to the effective date,
type, reason or zip code. This does not apply to the status (active/inactive).

If the correction is In Range (the entire affected period is within 24 pay
periods or 1 year), follow the steps in this guide and all changes should be
processed by the automated system.

If the correction is Out-of-Range (the entire affected period is older than
24 pay periods or 1 year), all changes will need to be reported to PPC
Customer Care to be processed manually.

NOTE: THIS COMPLETE PROCESS MUST BE DONE WITHIN
THE SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE CORRECTIVE
ACTIONS IN PROPER SEQUENCE AND TIMING MAY RESULT
IN OVERPAYMENTS/UNDERPAYMENTS.

First delete the CONUS COLA row(s) from newest to oldest:

1. Delete the NEWEST incorrect CONUS COLA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then add CONUS COLA row(s), from oldest to newest.

1. Add the oldest CONUS COLA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period is added.
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In Range Correction

Introduction This section provides the procedures for an In Range (the entire affected
period is within 24 pay periods or 1 year) correction.

Scenario: CONUS COLA was started for a member effective 5/18/2015
with zip code 94501. It should have been zip code 94130.

Procedures See below.

Step Action
1 Select the Cost of Living Allowance link from the Active & Reserve Pay
Shortcuts pagelet.

Active & Reserve Pay Shortcuts ==
Direct Deposit Froxy - Submit Absence Request
Woluntary Deductions BGL+ FEGU
Maintsin Tax Dats UISA Housing Allowsance
Cependent Information Cost of Living Allowsance
ACIF MGIB Enrollments
Sea Time Balances Wiew Payslips (ADRSY)
MNet Distribution oy Calendar Results

2 Enter the Empl ID and hit Search.
Cost of Living Allowance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to retunn {up to 300). (300

Empl ID: [begins with w]f1234567 |
Empl Record: = L |

Name: begins with |

Last Name: begins with w ||

Second Last Name: begins with ||

Alternate Character Name:| begins with |

Middle Name: begins with ||

Business Unit: begins with ||

Department Set ID: begins with v || @,
Department: begins with || @,

Uinclude History [ correct History [ case Sensitive

Search Clear  |Basic Search i_;F' Save Search Criteria

Continued on next page



In Range Correction, Continued

Procedures,
continued

Step Action

3 Before making any changes, use this guide to take a screenshot of ALL existing
rows using the Snipping Tool. The CONUS COLA page with the incorrect zip
code will display. Click the Delete button.

Conan 0'Brien EMP 1D: 1234587 Empl Record: 0

CONUS COLA Entitlements Find | View Al First 50 4 oF 4 1 Last
- Delete | +

Effective Date: 05/18/2015 - -
Status: Active v

Approved:

Approver: 7654321 Richter, Andy
COLA Type: CONUS COLA With Dependents Approved at: 05/M3/15 10-06AM
COLA Reason: Transfer
COLA Zip: 94501

Customize | Find | B | ¥ First B 1 0f1 1 Last

DepiBen  Name Relation Birth COLA Elig Im A Service 50% Supp Last Approval
_ 5 02102015
1/01 O'Brien, Liza Spouse D6/29/1982 | D1/3172015 9-59:194M

4 | This message will appear. Click Yes.
e ]

Submit record for approval to delete? (0,0)

ves—|[——MNo— |

Continued on next page


https://www.uscg.mil/ppc/ccb/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf

In Range Correction, Continued

Procedures,
continued

Step Action

5 The transaction will show up as an Approve Deletion in the auditor’s Action
Request list. The auditor will click the Approve/Deny link and follow the normal
steps to approve the transaction. Once approved, the row will be deleted and the

CONUS COLA will be blank.
View My Action Requests

Andy Richter

1. "My i " allows fo bring up only their Action Requests.

2. "Reqguests | am Appr\:ver For' allows approver to bring up only those Action Requests submitted to them.

3. "All Requests' allows the approver to pull up their Action Hequests and those submitted to them.

4. Transaction Name field allows user to select a i (i.e., Ab Request, Del eic.)

5. Refresh button clears the grid and defaulis it back to “My Submitted Requesk; and Transaction Status 0[ Pending'.
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Mame,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

o] My Submitted Requests [C] Requests | am Approver For Oan Requests
Transaction Name: [All Transactions v|
Transaction Status: [Pending v

Submission From Date: [

Submission To Date: ez Refresh
EY | 3n [l i s
[ApproweDeletion  Pending Conan O'Brien  O'Brien 1234557 007300 Team Coco  Andy Richter  05/26/2015 Approve/Deny

6 Return to the Cost of Living Allowance page.

e Update the Effective Date.

e Select the COLA Type and COLA Reason from the drop-downs.
e Enter the correct COLA Zip code.

e Select all eligible dependents and click Save.

Conan O'Brien EMP 1D: 1234587 Empl Record: o]

| CONUS COLA Entitlements Find | View All First L1 4 of 4 L3 |act
Delete | [+]

Effective Date: J05/18/2015 |kY

Status: Active w

Approved:
Approver:
COLA Type: CONUS COLA With Dependents App d at:
COLA Reason: || Transfer hd
COLA Zip: 94130
Temiton nomaton (=2
S
Dep/Ben  Mame Relation Birth COLAElig  InA Service 50% Supp Last Approval
; o ) 2M02MSs
14101 2 0Brien, Liza Spouse De/28/1982 0173172015 G-50-194M
[oh Retum to Search | |[=] Moty | | UpdsteiDisplay | ] Include History | |[ Gomest History |

Continued on next page



In Range Correction, Continued

Procedures,
continued

Step Action
7 Once approved, the new CONUS COLA row will look like this.

CONUS COLA OUTCONUS COLA

Conan O'Brien EMP 1Dz 1234567

Empl Record: [u]

| CONUS COLA Entitlements

—— -
Effective Date:  05/15/2015 l—l -+

Status: v
Approved: &
Approver: 7554321 Richter, Andy
COLA Type: CONUS COLA With Dependents. Approved at: 05028115 11-104M
COLA Reason:  Iransfer
COLA Zip: 94130

[ CONUS COLA Dependent Beneficiaries
————

Customize | Find | B | #  Frzt 0 10F1 1 Lot

Dep/Ben MName Relation Birth COLA Elig In A Service 50% Supp Last Approval

1/01 O'Brien, Liza  Spouse | DB/28/1882 |D1/31/2015 | g_z;;_c:rgg:}




Out-Of-Range Correction

Introduction

This section provides the procedures for an Out-of-Range (the entire

affected period is older than 24 pay periods or 1 year) correction.

Scenario: CONUS COLA was started for the wrong zip code when the
member reported to D7 in Miami over a year ago.

Procedures See below.
Step Action
1 Select the Cost of Living Allowance link from the Active & Reserve Pay

Shortcuts pagelet.

Active & Reserve Pay Shoricuis

Direct Deposit
Woluntary Deductions
Maintain Tax Diafa LISA
Cependent Information
ACIF

Sea Time Balances

Met Distribution

Proxy - Submit Absence Reguest

SGL+ FEGL

Housing Allowsance

Cost of Living Allowsance

0GB Enroliments

Wiew Payslips (ADRSEW)

Pay Calendar Resulfs

Enter the Empl ID and hit Search.

Cost of Living Allowance

Enter any information you have and click Search. Leave fields blank for a list of all values.

1234567 |

Macdmum number of rows to return (up to 300): Iﬁ
Empl ID: [ begins with »
Empl Record: = -
Name: begins with v |
Last Name: begins with ||
Second Last Name: begins with ||
Alternate Character Name:| begins with w |
Middle Name: begins with ||
Business Unit: begins with |
Department Set 1D: begins with ||
Department: begins with |

include History [ correct History [ case Sensitive

Clear . |Basic Search Q';‘ Save Search Crteria

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued

Step Action
3 The member’s current CONUS COLA row will display. Click View All.

CONUS COLA OUTCONUS COLA
EMP 1D: 1234567 Empl Record: 0

Michael Phelps

| CONUS COLA Entitlements

4 |
Find ‘iew All First 10f2 Last

Effective Date:  01/01/2016 | Delete |
status:
Approved: ¥
Approver: 7654321 Leslie, Lisa
(COLA Type: COMUS COLA With Dependents Approved at: 01/01/16 2-06AM
(COLA Reason: Cost of Living Adjustment/LPC
COLA Zip: 33040

CONUS COLA Dependent Beneficiaries First £ 1 of1 I3 Lot

-

Dependent Informafion " Termination Information

Dep/Ben  Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
; 1212012012
103 Phelps, Nicole | Spouse 06/06/1973 07M32012 O 12-12-30AM
[5) save | [t Retumto Search | |[] Moty | | FUpdate/Display | | Ll Include History | | [ Comect History |

4 All rows will be displayed.
" OUTCONUS COLA
EMP 1D: 1234567 Empl Record: 0

Phelps

Michael
US COLA Entitlements Find | View1 First ) 1.20F2

Effective Date: 01/01/2016

status:
Approved:
Approver: 7654321 Leslie, Lisa
COLA Type: CONUS COLA With Dependents Approved at: 010116 2 DEAM
COLA Reason: Cost of Living Adjustment/LPC
COLA Zip: 33040

CONUS COLA Dependent Beneficiaries Customize | Find | BV | #  First £ 1071 T (oot
(" Termination Information | n

Dep/Ben  Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
. 1212012012
103 Phelps, Micole Spouse 06/06/1973 071372012 = 12-12-30AM
e +
Effective Date: 06/24/12015 |ﬂ|
Status:
Approved: ¥4
Approver: TE54321 Leslie, Lisa
COLA Type: CONUS COLA With Dependents Approved at: 0612615 2-47PM
COLA Reason:  Transfer
COLA Zip: 33040

CONUS COLA Dependent Beneficiaries Customize | Find | B First K 1011 I | ost

Dependent Information " Termination Information | =M

Dep/Ben  Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
. 12202012
103 Phelps, Micole Spouse 06/06/1973 0771372012 = 12:12-30AM
[5)5ave | [ohRetumto Search | [ Notiy | | 7 UpdsteiDisplay | 1l Include History | |[77 Comect History |

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued

Step Action

5 Before making any changes, use this guide to take a screenshot of ALL existing
rows using the Snipping Tool.
6 Now proceed with the changes. Select the Delete button on the first incorrect

row.
Delete +
Effective Date: 06/24/2015 [+l
status:
Approved:
Approver: TR54321 Leslie, Lisa
COLA Type: CONUS COLA With Dependents Approved at: 06/26/15 2-4TPM
COLA Reason: Transfer
COLA Zip: 33040
Lt Customize | Find | B | 3 First K 1071 1 Lot
Termination Information
—
Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
; 12/20/2012
1|03 Phelps, Nicole | Spouse 06/06M973 | 07M13/2012 17-12-30AM

7 This message will appear. Click Yes.

Submit record for approval to delete? (0,00

fes [ Mo

8 The SPO Auditor should approve the deletion request immediately.

Continued on next page


https://www.uscg.mil/ppc/ccb/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf

Out-Of-Range Correction, Continued

Procedures,
continued
Step Action
12 | Once approved, return to the Cost of Living Allowance component. Now only

one row is displayed since the deletion was approved. Select the Delete button.

CONUS COLA Dependent Beneficiaries

(ST oot

L NEIEe -9 OUTCONUS COLA |

Michael Phelps EMP 1D: 1234567 Empl Record: 0

| CONUS COLA Entitlements

Effective Date: 01/01/2016

Status:
Approved:
Approver: 7654321 Leslie, Lisa

COLA Type: CONUS COLA With Dependents Approved at: 01/0116 2:D6AM

COLA Reason: Cost of Living Adjustment/LPC

COLA Zip: 33040

Customize | Find | B

Find | View All First KB 1 of1 I [ ast

13 First O qof1 O Last

Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
. 1212002012
1|03 Phelps, Micole Spouse 06/06M1973 | 07/13/2012 12-12-30AM

| CONUS COLA Entitiements

Effective Date: J06/24/2015 [3
Status: Active v
Approved:
Approver:
(COLA Type: CONUS COLA With Dependents W Approved at:
(COLA Reason: | Transfer w~
(COLA Zip: 33138

CONUS COLA Dependent Beneficiaries

13 | This message will appear. Click Yes.
Submit record for approval to delete? (0,0)
[ ves | o
14 | The SPO Auditor should approve the deletion request immediately.
15 | Once approved, add the first row back in with the correct zip code. (Use the
screenshot you took with the Snipping Tool as a reference to complete the fields.)
Click Save.
[ NUETeO N * OUTCONUS COLA |
Michael Phelps EMP 1D: 1234567 Empl Record: 0

Customize | Find | B | % First £ q 011 O (st

Find | View All First EI 1 of1 I Last
| Delste |

" Termination Information |
Dep/Ben  Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
| ; 12f20/2012
| [EREN Phelps, Micole Spouse 06/06/1973 | 07/13/2012 19-12:30AM

| 7| UpdateiDisplay | | .| Include History | |[ 7 Comrect History |

I Save || [ Retum to Search :| (=] Moty :|

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued
Step Action
16 | The SPO Auditor should approve the new CONUS COLA row immediately.
17 | Once approved, return to the Cost of Living Allowance component. Click the
Add button.
[ECELUELSE - ~ OUTCONUS COLA
Michael Phelps EMP ID: 1234567 Empl Record: o]
' CONUS COLA Entitiements Find | View All_First K8 1 of 4 I Last
Effective Date: [06/24/2015 |5 mmEcicicay
Status:
Approved:
Approver: 7654321 Leslie, Lisa
(COLA Type: |CONUS COLA With Dependents v| Approved at: D820/ 11:52AM
(COLA Reason: |Transfer v|
(COLA Zip: 33139
CONUS COLA Dependent Beneficiaries Customize | Find | B | 3% First K1 40f1 D Last
Temosion e
Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
103 Phelps, Nicole Spouse  OE/0G/O73 071372012 e
18 | Complete the fields for the most recent row. (Use the screen snip you took with
the Snipping Tool as a reference to complete the fields.) Click Save.
OUTCONUS COLA
Michael Phelps EMP 1D: 1234567 Empl Record: 0
[ CONUS COLA Entitiements Find | view Al First L 1 or2 I past
Effective Date: [01/01/2016 &1 Belciom) [#
Status:
Approved:
Approver:
COLA Type: | CONUS COLA With Dependents v Approved at:
COLA Reason: [| Costof Living Adjustment/LPC W
COLA Zip: 33139
CONUS COLA Dependent Beneficiaries Customize | Find | B | 3 First B 1 0f1 1 Last
Temostion msin
Dep/Ben  Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
402 @  [Pnelps, Nicole Spouse  06/0BMG73 0711372012 e
I Savel [ Retum to Search | |[=] Notity | 7] UpoateiDisplay | | 17 Includs History | |[7# Correct History |
19 | The SPO Auditor should approve the new CONUS COLA row immediately.
20 | Submit a trouble ticket to PPC explaining everything that happened and attach the
appropriate screenshots.




